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Handbook

A. How to get keys made
1) Keys should be requested on the work order form, and the principal must explain who will

receive the key.

B. How to get replacement keys
1) Request replacement keys on the work order form.  Make sure you explain why you need a

replacement key and who will receive it.

C. What to do if keys are lost or stolen
1) Call security department to report missing keys and potential impact.
2) Call Knox County Schools Maintenance and Operations to report missing keys and potential

impact.
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